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Department:
Environmental Affairs
REPUBLIC OF SOUTH AFRICA







PART A: INTERNAL INCIDENT INVESTIGATION FORM
(To be completed for all incident types)
	1. GENERAL
	INCIDENT NO: (for office use only)
	

	CHIEF DIRECTORATE:
	
	PROJECT NAME:
	

	REGION: 
	
	NAME OF PROJECT MANAGER:
	

	IMPLEMENTER NAME:
	
	NAME OF AREA MANAGER / PPM:
	

	2. INCIDENT DETAILS

	DATE OF INC:
	
	TIME OF INC:
	
	WEEK DAY:
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN

	NAME OF INJURED PERSON:
	
	I.D. NO:
	
	AGE:
	

	DATE EMPLOYMENT COMMENCES:
	
	JOB DESCRIPTION:
	

	INCIDENT CLASSIFICATION

(NB: If NM, VEP, EI, EMF or T is circled, section 4 do not have to be completed).

	NEARMISS (NM)
	MINOR INCIDENT (MI)
	SERIOUS INCIDENTS (SI)
	FATALITY (F)
	ENVIRO INCIDENT (EI)

	VEHICLE ACCIDENTS (VA)
	VEHICLE / EQUIPMENT / PROPERTY DAMAGE (VEP)
	EQUIPMENT / MACHINERY FAILURE (EMF)
	THEFT (T)

	VEHICLE / EQUIPMENT REGISTRATION / SERIAL NO: 
	
	NUMBER OF VEHICLE / EQUIPMENT INVOLVED:
	

	3. INCIDENT DESCRIPTION

	PROVIDE A BRIEF DESCRIPTION OF THE INCIDENT AS SEEN BY THE INVESTIGATING TEAM

	

	4. INJURY IMPACT 

	PART OF BODY AFFECTED
	HEAD
	NECK
	EYE
	TRUNK
	FINGER
	HAND

	
	ARM
	TOE
	FOOT
	LEG
	INTERNAL
	MULTIPLE

	EFFECT ON PERSON
	SPRAINS
	STRAINS
	CONTUSION
	WOUNDS
	FRACTURES
	BURNS

	
	AMPUTATION
	ELEC. SHOCK
	ASPHYXIATION
	UNCONSCIOUS
	POISONING
	MULTIPLE

	EXPECTED PERIOD OF DISABLEMENT
	0–3 DAYS
	3–7 DAYS
	1–2 WEEKS
	2–4 WEEKS
	1–6 MONTHS
	FATALITY

	NATURE OF INJURY:

(Describe the injury e.g. laceration left hand index finger.)
	

	5. INCIDENT CAUSE ANALYSIS

	TYPE OF CONTACT 
	OCCUPATIONAL HEALTH / ENVIRONMENTAL AGENT/S

	STRUCK BY
	FALL / SLIP
	HANDLING
	TRANSPORT
	CHEMICAL
	FUMES
	VAPOUR
	GAS

	STRUCK AGAINST
	FALLING OBJECT
	CAUGHT BETWEEN
	ELECTRICUTION 
	DUST
	NOISE
	HOT 
	COLD 

	STINGS
	CAUGHT IN
	CAUGHT ON
	MACHINE
	ELECTRICITY
	RADIATION
	FIRE
	

	WHAT WAS THE DIRECT OR IMMEDIATE AND THE BASIC OR UNDERLYING CAUSE OF THE INCIDENT

	UNSAFE ACTS 

(Direct Cause)
	PERSONAL FACTORS

(Basic Cause)
	UNSAFE CONDITIONS

(Direct Cause)
	JOB FACTORS

(Basic Cause)

	
	Operating without authority
	
	Lack of knowledge or skill
	
	Inadequately guarded
	
	Inadequate work standards

	
	Operating at unsafe speed
	
	Physical or mental defect
	
	Unguarded
	
	Unsafe conditions

	
	Making safety devices inoperative
	
	Improper attitude or motivation
	
	Defective tools, equipment, Substance
	
	Inadequate supervision

	
	Removing safety devices
	
	Stress
	
	Poor lighting
	
	Inadequate engineering

	
	Using defective equipment
	
	
	Hazardous arrangement
	
	Inadequate maintenance

	
	Using equipment unsafely
	
	
	Unsafe design or construction
	
	Inadequate tools / equipment

	
	Unsafe loading, placing, mixing
	
	
	Hazardous environmental conditions (gas, dust, fumes vapours etc.)
	
	Wear and tear



	
	Taking unsafe position
	
	
	Unsafe clothing
	
	Abuse and misuse

	
	Working on moving and / or unsafe equipment
	
	
	Poor floor condition
	

	UNSAFE ACTS 

(Direct Cause)
	PERSONAL FACTORS

(Basic Cause)
	UNSAFE CONDITIONS

(Direct Cause)
	JOB FACTORS

(Basic Cause)

	
	Distracting, teasing, horseplay
	
	
	Inadequate ventilation
	

	
	Failure to use PPE
	
	
	Poor house keeping
	

	
	Safety procedures & regulations ignored
	
	
	Heat or cold stress factor
	

	
	Failure to warn
	
	
	Inadequate or improper PPE
	

	
	Failure to secure
	
	
	Inadequate warning systems
	

	
	Improper loading / lifting
	
	
	Noise exposure
	

	
	Improper positioning for task
	
	
	Radiation exposure
	

	
	Servicing equipment in operation  
	
	
	
	

	
	Under the influence of substances 
	
	
	
	

	PREVENTATIVE ACTION - PERSONAL FACTORS
	PREVENTATIVE ACTION - JOB FACTORS

	
	Attend training course
	
	Write safe work standards

	
	Instruct how to do job or follow revised work standard
	
	Revise safe work standards

	
	Have medically examination (hearing, sight, alcohol / drugs, disability)
	
	Improve supervision 

	
	Transfer to another job
	
	Improve, repair or modify equipment / tools

	
	Attend Health and Safety Committee meetings / safety talks
	
	Provide protection

	
	Enforce / Warn
	
	Lock-out

	
	Discipline
	
	Housekeeping and maintenance

	
	
	
	Remove

	5. INCIDENT COST ANALYSIS

	Direct Cost
	Indirect Cost

	Injured person time off due to injury = hours @ R          per hour
	R
	Incident investigator’s time (investigation & produce report)  = hours @ R  per hour =  
	R

	First Aider rendering first aid = hours @ R per hour
	R
	Incident Investigators flight and accommodation cost  = 
	R

	Replacement for injured person =  hours @ R  per hour 
	R
	Incident Investigators vehicle transport cost =
	R

	Damage to vehicle/property/equipment  = 
	R
	Witnesses at investigation – persons wages

hours @ R p/h per person =

	R

	Damage replacement cost =
	R
	Cost for replacement of injured person = R
	R

	Damage to third party =
	R
	TOTAL INDIRECT COST
	R

	Cost of Doctor/Hospital =
	R
	

TOTAL INCIDENT COST
	R

	Cost of Ambulance/Rescue Services =
	R
	
	

	TOTAL DIRECT COST
	R
	
	

	8. RECOMMMENDATIONS

	PREVENTATIVE/CORRECTIVE ACTION PLAN
	ACCOUNTABILITY
	DATE COMP.

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	

	9.
	
	

	INVESTIGATOR NAME:
	
	SIGNATURE:
	
	DATE (of investigation):
	

	PROJECT / AREA MNGT NAME:
	
	SIGNATURE:
	
	DATE:
	

	RPL / PPM NAME: 
	
	SIGNATURE:
	
	DATE:
	

	DD: HEALTH & SAFETY REPR
	
	SIGNATURE:
	
	DATE:
	


